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LI 20-30 PERSONNEL

REVISED 6 fctober-1967.

o 2 19617
SUBJECT
REFERENCES :
25X1A

AY -
1. GENERAL

The above references set forth general information and responsibilities incident to
the administration of leave. This Instruction implements those directives in
their application to the Office of Logistics.

2, PpoLIcy

a. To the maximum extent practﬂ%ble, without interfering seriously
with day-to-day production and continued operations, employees
are urged to request, and supervisors to approve, the use of
annual leave over a period of consecutive days or weeks.

b. Vacation schedules for employees in each component will be
established prior to.:he-lﬁth—;;;May*iach year to facilitate
advance orderly planning t::t;:ﬁggaadeqyate coverage of logistics
operations and at the same time %?iéé?ﬁi%f??ﬁble authorization of
annual leave for those employees desiring their vacations during
the summer months. Similar schedules for taking of annual leave
during the Egnksgiving and Christmas holiday seasons will be
established by 15 November of each year. The schedules will show,

for each employee concerned, those dates on which it is planned annual

leave will be taken. e s e
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3. DELEGATION OF AUTHORITY TO APPROVE LEAVE

a,

The Director of Logistics will approve all leave concerning employees

in his immediate office and leave for the Deputy Director, the

Executive Officer, and thedﬁhﬁsion and ftaff G%iefs.

In accordance with the authority to approve periods
[

)
and granch @}defs of the Office of Logistics for employees under

their supervision. Requests for leave in excess of 30 calendar days
will be referred to the Director of Logistics through the Chief,

Personnel & Training Staff.

L. RESPONSIBILITIES

a,

All employees will request and obtain approval for leave through
supervisory channels,
All supervisors and.h?anch eﬁiefs will, within their delegated
authority, approve leave for their employees and keep themselves
informed of the whereabouts of their employees who are on leave.
Any requests for leave requiring higher approval will be submitted
accordingly through supervisory and administrative channels.
Division and Staff Chiefs Will:
(1) Request and obtain approval of thei r own requestgfor
leave from the Director of Logistics
(2) Submit summer and winter leave schedules (annual and military)
for themselves and their deputies to the Executive OfficeRby
1 May and 15 Novembe;§F2§;£::?C:T;?
(3) Establish a summer vacation and Thanksgiving and Christmas

holiday leave schedule for employees under their jurisdiction.

-
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(4) Approve leave fodﬁh-irmsubordinates within their delegated

authority, and submit any requests for leave requiring the

/
approval of the Director of Logistics, Director of Personnel
or the Director of Medical Services)in accordance with .\~
25X1A (4), and (S)Jthrough the Chief, Personnel and

Training Staff, for coordination with the officials concerned.
(5) Submit all requests for private,unofficial foreign travel
through the Chief, Personnel & Training Staf@ and Direcdkor

of Logistics,to the Chief, Security Staff, for processing.

’

(6) Notify the Personnel and Training Staff of any serious illness
of personnel under their jurisdiction.

F
d. The Chief, Personnel And Tréning Staff, Wit

(1) Provide advice and guidance to employees and supervisors in
connection with leave regulations and procedures.

(2) Insure thaEK included in the orientation briefings of new
employees reporting for duty in the Office of Logisticsxkis an
explanation of the Agency leave regulations and procedures.

(3) Process and coordinate requests for leave requirdng approval
by the Director of Logistics and approval by the Director of
Personnel or the Director of Medical Services.

(4) Arrange and coordinate clearance processing of employees departing

on maternity leave or granted leave of 60 calendar days or more

25X1A 7

in accordance with and the procedures outlined in
25X1A
(5) Take appropriate action upon receipt of notification of serious

illnesses.

Approved For Release 2002/09/04 : CIA-RDP78-04986A000100120105-6
COTUETTA

AEEETIRIRE I R T ™



T

ﬁ, , \
A_pproved For Release 2002/09/04 : CIA-RDP78-04986A000100120105-6

Wil -

e, The Chief, Security Staff, Shaklr.

(1)

25X1A

Receive, process, and coordinate Forms 879, Outside Activity
Approval Requests, for private)unofficial foreign travel with
the Office of Security,.

Ol es

representatives for mp loyees gEheduled to perform jury

duty, appear in court, or perform private,foreign travel while

{

in a leave statusy

Conduct briefings or arrange brgefings with Office of Security

George E. Meloon
Director of Logistics
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INITIALS to whom. Draw a line across column after each comment.)
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